State of California

DEPARTMENT OF WATER RESOURCES

California Natural Resources Agency

JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION
Staff Services Manager Il (Supervisory)

DWR POSITION NUMBER
2210-4801-590

SAP POSITION NUMBER MCR
50001837 1

APPOINTEE
Vacant

SAP PERSONNEL NO.

DIVISION/SECTION
O&M/Oroville Field Division/Administration Branch

COLLECTIVE BARGAINING IDENTIFIER
Management Related BU:

Supervisory Related BU:
S01

Confidential Related BU:

Rank and File BU:

RESPONSIBILITIES EXERCISED
Supervisory [ Lead Person

IMMEDIATE SUPERVISOR (Print)

Pete Scheele

SUPERVISOR'S CLASSIFICATION
Field Division Chief

APPROVED BY (Personnel Analyst's Name)

DATE

MAlcantar 12/05/2011

Percent of

Time Activity

POSITION SUMMARY

Under the general direction of the Oroville Field Division Chief, Operations and Maintenance, the
Staff Services Manager Il serves as the Chief of the Administrative and Business Management
Services Branch and has overall responsibility for providing a wide variety of administrative
services to Field Division staff and line management in the areas of contracts, training, personnel
management, business services, budgeting and program control. The scope of responsibility
covers the Field Division's Headquarters and related yards/pumping/generating plants, with
approximately 114 employees geographically located throughout the Field Division. In addition,
OFD has the responsibility for providing responses to statewide emergencies and other incidents;
the incumbent would provide overall administrative support during times of emergency.

ESSENTIAL FUNCTIONS

This position requires that the incumbent work cooperatively with others, maintain consistent,
regular, and predictable attendance; communicate effectively both orally and in writing; establish
and maintain the confidence and cooperation of others contacted in course of business; and use
good judgment and tact. Specific duties are as follows:

35% Human Resources - Supervises, oversees and provides guidance through direct and indirect
supervision on a wide variety of personnel functions, including but are not limited to, areas of
disciplinary actions, labor relations issues, equal employment opportunity, personnel management,
examination needs, recruitment efforts, reorganizations, and discrimination complaints. Oversees
the more complex, confidential, and sensitive administrative matters, including sexual harassment,
reasonable accommodation, discrimination and disciplinary actions. Assists the Field Division
Chief and management on a wide variety of personnel related assignments, often of a confidential
nature. Reviews staff alternatives for resolution, selects and presents recommended solutions to
the Field Division Chief, and implements accepted recommendations. Recommends and
participates in the formulation of policies and procedures and disseminates policy, procedures and
other pertinent information to Division employees.

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE.

SUPERVISOR’S NAME (Print) SUPERVISOR'’S SIGNATURE DATE

Pete Scheele >

EMPLOYEE'S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE
RECEIVED A COPY OF THE DUTY STATEMENT.

EMPLOYEE'S NAME (Print) EMPLOYEE'S SIGNATURE DATE

Vacant >
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION

DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Manager Il (Supervisory) 2210-4801-590 50001837 1

APPOINTEE

Vacant

SAP PERSONNEL NO. DIVISION/SECTION

O&M/Oroville Field Division/Administration Branch

Percent of
Time

Activity

20%

20%

15%

5%

5%

Budget and Program Control - Supervises, oversees and provides guidance on various budget and
program control functions for the Field Division, including analysis and review of the Field
Division's budget by collecting, analyzing, interpreting, and presenting information to the program
manager and branch chiefs. Oversees preparation of budget change proposals, and budget letters.
Originates comprehensive reports depicting historical, current and future fiscal developments,
utilizing Microsoft Excel and other Microsoft-based programs. Works with the program manager
and branch chiefs to incorporate Department policy, procedures, regulations, and other pertinent
data into applicable Field Division programs.

Contract Services - Oversees and provides guidance through indirect supervision in planning,
budgeting, preparing and monitoring contracts for the Field Division organization. Oversees the
review and approval of task orders and invoices for contracts involving interagency, private,
federal, public entity and public works contracts with up to multi-million dollar values. Ensures
contracts tracking list is updated and monitored on a regular basis for contracts that are due to
expire. Oversees and provides guidance to program staff providing consultation to Program
Manager to determine statutory and contractual requirements and ensure compliance with SAM
and the Public Contract Code, FPPC conflict of interest provisions.

Business Services, Training, and Office Support - Oversees and provides guidance through indirect
supervision for the business services function of the Field Division; approves space utilization,
telecommunication and building service requests; and oversees establishment of temporary or
permanent warehouses with associated business services. Oversees procurement, warehousing,
and inventory control including asset management. Oversees and provides guidance through
indirect supervision of the activities of related staff with regard to Division’s training policy,
including the A&D process, approval and review of training requests in compliance with state laws,
regulations and Bargaining Unit provisions.

Serves on boards and panels for civil service examinations; and represents the Department in
Personnel and disciplinary matters; participates in outreach programs in conjunction with the
Office of Water Education. Ability to communicate verbally or in writing making presentations to
large audiences including industry conferences, workshops and professional association
meetings.

Acts in the absence of supervisor (Field Division Chief).
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JOB DESCRIPTION AND POSITION CLASSIFICATION

CLASSIFICATION DWR POSITION NUMBER SAP POSITION NUMBER MCR

Staff Services Manager Il (Supervisory) 2210-4801-590 50001837 1

APPOINTEE SAP PERSONNEL NO. | DIVISION/SECTION

Vacant O&M/Oroville Field Division/Administration Branch
Pe_rl_ci:r%rét of Activity

SPECIAL REQUIRMENTS

Ability to perform most functions of subordinates, which are as follows: Ability to bend, stoop and
reach for filing; strength to move up to 25 Ibs. Overtime may be required, based on work needs.
Must be able to operate computers and learn/know appropriate programs.

Must have a valid California Class C license as incumbent will be required to operate automotive
vehicles on public roadways, travel to remote areas within the field division is necessary to
perform the requirements of this position.

This position has frequent access to areas designated as containing critical cyber assets in
accordance with North American Electric Reliability Corporation (NERC) reliability standards and
therefore a satisfactory criminal background check is required prior to appointment and at least
every 7 years thereafter.

OTHER RESPONSIBILITIES

This position provides necessary support to the Divisions of Flood Management, Safety of Dams,
Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor
declared emergencies, flood, dam, SWP, and other incidents and emergencies. Additionally, this
position may participate in emergency operations in the capacity of area teams, field inspection,
coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including
performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and
other emergencies. This position may also serve in one of the sections as established in the
Incident Command System to assist the Department in performing its emergency preparedness,
response, recovery, and mitigation functions. These functions are established in the California
State Emergency Plan and the Department’'s Administrative Orders.

DWR 525 (Rev. 1/09) Page 3 of 3




	Activity
	Activity
	Activity
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	Management Related: 
	SRBU: Yes
	Supervisory Related: S01
	CRBU: Off
	Confidential Related: 
	RFBU: Off
	Rank and File: 
	responsibilites: Yes
	IMMEDIATE SUPERVISOR: Pete Scheele
	SUPERVISOR'S CLASS: Field Division Chief
	personnel analyst: MAlcantar
	personnel date: 12/05/2011
	PERCENT OF TIME: 
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	activity: POSITION SUMMARY
Under the general direction of the Oroville Field Division Chief, Operations and Maintenance, the Staff Services Manager II serves as the Chief of the Administrative and Business Management Services Branch and has overall responsibility for providing a wide variety of administrative services to Field Division staff and line management in the areas of contracts, training, personnel management, business services, budgeting and program control.  The scope of responsibility covers the Field Division's Headquarters and related yards/pumping/generating plants, with approximately 114 employees geographically located throughout the Field Division.  In addition, OFD has the responsibility for providing responses to statewide emergencies and other incidents; the incumbent would provide overall administrative support during times of emergency.

ESSENTIAL FUNCTIONS 
This position requires that the incumbent work cooperatively with others, maintain consistent, regular, and predictable attendance; communicate effectively both orally and in writing; establish and maintain the confidence and cooperation of others contacted in course of business; and use good judgment and tact.  Specific duties are as follows:

Human Resources - Supervises, oversees and provides guidance through direct and indirect supervision on a wide variety of personnel functions, including but are not limited to, areas of disciplinary actions, labor relations issues, equal employment opportunity, personnel management, examination needs, recruitment efforts, reorganizations, and discrimination complaints.  Oversees the more complex, confidential, and sensitive administrative matters, including sexual harassment, reasonable accommodation, discrimination and disciplinary actions.  Assists the Field Division Chief and management on a wide variety of personnel related assignments, often of a confidential nature.  Reviews staff alternatives for resolution, selects and presents recommended solutions to the Field Division Chief, and implements accepted recommendations.  Recommends and participates in the formulation of policies and procedures and disseminates policy, procedures and other pertinent information to Division employees.


	classification: Staff Services Manager II (Supervisory)
	appointee: Vacant
	dwr position number: 2210-4801-590
	sap personnel no:  
	sap position number: 50001837
	division: O&M/Oroville Field Division/Administration Branch
	mcr: 1
	percent2: 20%
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5%





5%
	activity2: Budget and Program Control - Supervises, oversees and provides guidance on various budget and program control functions for the Field Division, including analysis and review of the Field Division's budget by collecting, analyzing, interpreting, and presenting information to the program manager and branch chiefs.  Oversees preparation of budget change proposals, and budget letters.  Originates comprehensive reports depicting historical, current and future fiscal developments, utilizing Microsoft Excel and other Microsoft-based programs.  Works with the program manager and branch chiefs to incorporate Department policy, procedures, regulations, and other pertinent data into applicable Field Division programs.  

Contract Services - Oversees and provides guidance through indirect supervision in planning, budgeting, preparing and monitoring contracts for the Field Division organization.  Oversees the review and approval of task orders and invoices for contracts involving interagency, private, federal, public entity and public works contracts with up to multi-million dollar values.  Ensures contracts tracking list is updated and monitored on a regular basis for contracts that are due to expire.  Oversees and provides guidance to program staff providing consultation to Program Manager to determine statutory and contractual requirements and ensure compliance with SAM and the Public Contract Code, FPPC conflict of interest provisions.  

Business Services, Training, and Office Support - Oversees and provides guidance through indirect supervision for the business services function of the Field Division; approves space utilization, telecommunication and building service requests; and oversees establishment of temporary or permanent warehouses with associated business services.  Oversees procurement, warehousing, and inventory control including asset management.  Oversees and provides guidance through indirect supervision of the activities of related staff with regard to Division’s training policy, including the A&D process, approval and review of training requests in compliance with state laws, regulations and Bargaining Unit provisions.

Serves on boards and panels for civil service examinations; and represents the Department in Personnel and disciplinary matters; participates in outreach programs in conjunction with the Office of Water Education.  Ability to communicate verbally or in writing making presentations to large audiences including industry conferences, workshops and professional association meetings.  

Acts in the absence of supervisor (Field Division Chief).

	percent 3: 
	activity3: SPECIAL REQUIRMENTS
Ability to perform most functions of subordinates, which are as follows:  Ability to bend, stoop and reach for filing; strength to move up to 25 lbs.  Overtime may be required, based on work needs.  
Must be able to operate computers and learn/know appropriate programs. 

Must have a valid California Class C license as incumbent will be required to operate automotive vehicles on public roadways, travel to remote areas within the field division is necessary to perform the requirements of this position.

This position has frequent access to areas designated as containing critical cyber assets in accordance with North American Electric Reliability Corporation (NERC) reliability standards and therefore a satisfactory criminal background check is required prior to appointment and at least every 7 years thereafter.

OTHER RESPONSIBILITIES
This position provides necessary support to the Divisions of Flood Management, Safety of Dams, Operations and Maintenance, Engineering, and/or the Public Affairs Office during Governor declared emergencies, flood, dam, SWP, and other incidents and emergencies.  Additionally, this position may participate in emergency operations in the capacity of area teams, field inspection, coordination, and assist agencies such as Cal EMA and FEMA in disaster work, including performing fieldwork to complete damage survey reports for droughts, flooding, earthquakes, and other emergencies.  This position may also serve in one of the sections as established in the Incident Command System to assist the Department in performing its emergency preparedness, response, recovery, and mitigation functions.  These functions are established in the California State Emergency Plan and the Department's Administrative Orders.


	supervisor name: Pete Scheele
	employee name: Vacant


